OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

This Job Aid shows how to:

e Create an Open Market Requisition
e  Submit the Requisition for approval
e Find and submit the Open Market Purchase Order

Of Special Note:

Requisitions are internal documents used to request goods and services. They are the starting document for both
purchase orders and bids. The job aid will show how to purchase items and services that are not on a statewide contract
(SWC); for example an incidental or one time purchase. This type of document is referred to as Open Market. Once an
open market requisition has been approved, an open market purchase order can be created to complete the
procurement/purchasing process. Purchase orders are documents used to buy goods and services.

Note: Users must follow procurement rules in addition to COMMBUYS Policy regarding bid issuance and use of Statewide
Contracts.

Screenshot Directions

1. Launch the COMMBUYS Web site by

b entering the URL
https://www.commbuys.com/bso/ in the
Browser.

OPERATIONAL SERVICES DIVISION ——

Enter your login credentials and click the

COMMBUYS is the onhy official procurement record system for the Commonwealth of Login button on the COMMBUYS home
Mazsschusetts” Executive Departments. COMMEUY'S offers free intemnet-based scocess age
to all public procurement information posted here in order to promote transparency, page.

incresss compsetition, and achizve best value for Massachusstts tapayers.

COMMBUYS INFORMATION: For more information on COMMBUYS please visit us at
COMMBUYS. If you have any questions or concems contact the COMMBUYS Help
Desk at COMMEBLUNY Sifstate ma. s of ring ws during normal business howrs {BAM — 5PM
Monday — Friday) at 1-B88-827-8283 or §17-T20-2157.

SN Reqister
Register here to begin using COMMBLUYS.
Vendors, please read this dizclsimer prior to registering.
L | Complete Registration
Complete registration here to begin using COMMBLUYS.
endors, pleass read this disclzimer prior to completing registration.
L ____ | Open Bids
Browse open bid opportunities.
L | Active Contracts
Browse sctive Contracts/Blanksts.
L ____ | Contract & Bid Search
Saarch for Bids and sctive Contracts/Blankats.
L | Registered Vendor Search

Saarch for registersd vendors.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

2. Upon successful login, if you have multiple

roles in COMMBUYS select the Basic

Purchasing role on the upper right side of the
December 17, 2013 23256 PMEST O @ 4l » € wd W ¥ page.

Buyer Buyer If users have only Basic Purchasing Role, no

tabs will display.

Home | Items v || NEEENEEN vendors - | 3. From the Navigation Bar, select
Documents > Requisitions > New

Bids
Home - Welc™ ;4.

Receipts

Invoice

In Progress

Ready for Approval
Ready for Purchasing
| TvenEe S Purchaser Assigned
| Quotes > | Gone to PO

Gone to Bid

Returned

Canceled
Backorder
Ready for Issue
Partial Issue
Complete Issue
G2B Shopping

4. The General tab for the requisition opens.
On the left side of the screen, complete the

New Requisition
L]

following fields:
Items Address Accounting Routing Attachments Notes Reminders Summary

Department: defaults from user profile.
May be changed, using the dropdown if
Requisition Number: other departments are available to user.
e Location: defaults from user profile.

Status: 1Rl - Requisition In Progress (When User request is created) . .
May be changed, using the dropdown if
o . .
Department™: 00700 - PETS PLUS v other locations are available to user.
Location®: 100-BOS-PP ~ e Required by Date: optional
Required By Date: = ¢ Requisition Type: Open Market

¢ Requester: user that created the

et e - requisition; this field cannot be edited
Requestor Buyer Buyer e Contact: contact for this requisition; can
Contact: Buyer Buyer be changed
Altemnate ID: + Estimated Cost: calculated by

_ COMMBUYS; not editable by user
?“:de iD:t nY e Alternate ID: leave blank
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

4. On the right half of the General tab,

complete the following fields:

e Short Description: be specific as this
field can also be used as search criteria to
locate a registration; may use any
character field)

o Fiscal Year: defaults to the current Fiscal

Short Description™ Year
e Organization: default value based on
Fiscal Year. 2014~ your user profile and can only be changed
Organization: Department of Technology Management and Budget by an administrator
Solicitation Enabled: o Solicitation Enabled: only select if this
requisition will convert to a bid
Entered Date: 121712013 o Entered Date: defaults to the current
Type Code: . date and cannot be changed
o Type Code: leave blanket for requisition
Purchaser: Buyer, Buyer v e Purchaser: defaults to your name; use
Contact Phone: 555 555 1000 the dropdown to select a different
purchaser
Tex Rate: T e Contact Phone: defaults to the profile
value; can be updated as needed

e Tax Rate: n/a for Commonwealth

When complete, click the Save & Continue

button to save the information entered on the

General tab.

5. To add items to the requisition, click on the

GeneraIVendors Address Accounting Routing Attachments{l) Notes Reminders Summary Click the Add Open Market Items button to
Nl Vendors Adiess. Accounting - Notes begin the process of adding items to the
requisition.
There are no items. Please click Search ltems’ or ‘Add Open Market ltem belc
_ Search ltems l Add Open Market ltem l
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

6. The ltems tab opens to a blank entry form
to add either an Open Market or Narrative
item to the requisition.

The following are fields should be completed

for an open market item:

e Item#: COMMBUYS automatically
sequentially numbers each item added to
the requisition

e Item Type: two options:

o Normal — recommended
o Narrative — updates item to only
use description field

e Print Sequence #*: change this field if
the order the requisition line items should
print is different from the Item # order

oo - e Item Status: COMMBUYS auto updates
ot e It s EEE .o
- based on the requisition status.
e Description*: description of the item /
service; can hold up to 100 characters.
e Quantity: enter quantity in known or
iy it el Cox o Dnth e T—— w | enter 1 if unknown
u T w o u u r = o Unit Cost: enter cost of item/service per
‘unit’ of quantity
i 8 "™ . e NetUnit Cost: COMMBUYS auto
Wt . " updates
—— g :m’ s::u e UOM: unit of measure; how the item is
sold/packaged/purchased
- 3 " e Discount %: percentage discount for

item/service if applicable
e Total Discount Amt.: total amount of
L EnETEEEnEENETE discount — populate based on cost and
discount %
e Total: COMMBUYS auto updates
e UNSPSC: each item/service is required to
have a corresponding UNSPSC code, use
the eye glass icon to search and select
the most appropriate UNSPSC class
(more detail on Step 7)
o Freight: enter freight costs if known

Make: Pactaghy

Note: Fields marked with (*) are required. If a
field is not included in the above list, it is an
optional field.
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OPERATIONAL SERVICES DIVISION
Job Aid:
Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

7. Click the eyeglass icon to add a UNSPSC
codes to the item or service. The Search

oty 9 rica s Code screen populates, use the available

o search dropdowns and fields to find the best
i code.

| Select the radio button on the left side of the
e screen and click the Save & Exit to return to

5 the Items tab.
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8. After each item is added to the requisition,
there are five options:

o Save & Add New — saves the item to the
requisition and opens a new item entry so
additional items can be added

e Save & Exit — saves the item, closes the
item entry page and returns to the
Requisition Items General tab

IW o & Ex I SwcdCoine || Rese IWI * Save & Continue —saves the item and
remains on the item entry page
¢ Reset —removes the item from the
requisition without saving it
e Cancel & Exit — cancels the item and
exits from the item entry page.

Repeat steps 6 through 8 until item entry is

complete.
- 9. Once complete review the requisition
-
General Vendors Address Accounting Routing Atiachmenss{f) Notes Reminders Summary Item(s)
Vendors Address Accounting  Notes
sty pseyees < 0 Suducieg 6 Next, select the Requisition ltems Address
tem | print Item Description Tod | Delete tab.
Y= Quantity Unit Net Uou Total Tax Tax Freight Cost 4
Cost. Unit Discount Rate Amount
Cost Amt
1 W BmFst ST500 B
1000 | Sﬂﬁ‘ SJ?E‘ BO - Box. ‘ lllllll‘ | llllllll s0.00
2| 20 MMQE | . s3zs B
500 szs‘ SZS‘ BOW - Box. ‘ SIIIIII‘ | Sﬂllﬂl S0
3 Nanie fem test ]
Total | STETSD

@) Please save your changes before soring . Ohensise, your changes will b lost

R R
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Screenshot

OPERATIONAL SERVICES DIVISION

Job Aid:

® lem# 1, 2: No ship-to address, and there is no

Item Address Validation Errors

walid ship-to address at header level

Item #

Description

Ship-to
Address

1

b

Blue Fine Point Pens

yellow highlighters

=

Ship-to Address:

Bilto Address:

|[®] [ ooy seceoied | [ AwpytoAiliems | [ Resel Seleoisd o Hesder ]

|[©] [ Aepymesesmd | [ AmyoAilems | [ ReselSdeomimesier )

Save & Continue

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Directions

10. The Requisition Items Address page
opens. Displayed here is the left side of the
page where the Ship-to Address is. Use this if
items are being shipped to multiple locations.

The Address page should prefill — if no
change is required go to step 16.

If there is an error message indicating that no
valid ship-to address exists. Click on the look-
up (eyeglass icon) to select a ship-to address.

You can either select the Ship-to-Address for
each item or use the Ship-to-Address at the
bottom of the page to search and apply to all
items.

Lookup ltem Ship-to Address - Open Market Requisition 1400176/ ltemNbr:1

11. Enter the search criteria. Click Find It to
view the search results.

Cne Congress Street

11th floor

Boston, MA 02114

us

Email: linda.banks-granti@accenture.com
Phone: (617)899-3999%

Close Window

s | Search Using: | ALL ofthe criteria  ~
If no criteria is known clicking Find it will
Departmentld e T return all possible organization addresses.
Department Suffix ID Department Suffix Name
Search Fields:
Location 1D Location Name
City County
Browse by: ABCDEFGHIJKLMNOPQRSTUVWXYZ
Find It ][ Clear
Select Department Department Department 12. The search results display.
D Name Suffix
D Note: for viewing ease, the page is split
® 00100 PETS PLUS 100
Select
Department Address Info
Suffix
Mame
10055 Anne Bell

Last Revised: 2014-11-26
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Screenshot

OPERATIONAL SERVICES DIVISION

Job Aid:

Directions

Select Department Department Department Department
D Name: Suffix Suffix
D Name

) o100 L} PETS PLUS 100 10055

I - -

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

13. Select the desired Address by clicking the
. Click the Select button.

General Vendors  Addr

Routing Summary
General Vendors [LULIEEY Accounting  Notes
Item Address Validation Errors
® tem# 1, 2: No ship-to address, and there is no valid ship-to address at header level.
% Item # Description ASA::;‘:;;
1 Blu Fine Point Pens 00- 10055 =
Anne Bel
One Congress Strest
11th fioor
Boston, MA 02114
us
Emait Inda.banks-grant@accenture.com
Phone: (617)999-9995(%]
2 yelow highiighters. ]
Ship-to Address: ‘ “@_[ Aopiy oSeected | [ Appy wAlllems | [ Resel SoectedtoHeader |

General Vendors

Open Market Requisition 1400176

14. The pop-up window dloses and the

selected address populates.

Repeat steps 9 — 13 if you need to add a
different Ship-to Address to each requisition

Routing 1) Notes 1 S

General Vendors [EULIGEEN Accounting Hotes

]

Item # Description

Ship-to
Address

1 Blue Fine Point Pens.

1011 - 10NEE
00 - 10055

Anne Bell

One Congress Street

11th floor

Boston, WA 02114

us

Email: linda.banks-grant@accenture.com
Fhone: (617)999-9599(]

2 yellow highlighters

Ul - ludoo

=

Anne Bell

One Congress Street

11th floor

Boston, WA 02114

us

Emait: linda.banks-grant@accenture.com
Phone: (617

I Save & Continue I

15. Once all Ship-to Addresses are added to
the requisition, click the Save & Continue
button located at the bottom of the page to
save the changes.

o The page will save, refresh and the error
messages disappear.
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OPERATIONAL SERVICES DIVISION
Job Aid:
Open Market Requisition to Purchase Order: goods/services not on a Master Blanket
Screenshot Directions

16. Click on the Attachments tab to add an
e attachment to the requisition.

General Items Vendors Address Accounting Routing ENEEIENENE Notes Reminders Summary

Click the Add File button.

Show

Name Description et

Meeting format.docx

T Note: for viewing ease, the page s spit

o Click Add Form to add form attachments.

No Form Attachments

Save & Continue || Add File |

Status: 1RI- In Progress =i

Attached By Attached Date Delete

Buyer Buyer 121712013

Add Form

Add File 17. The Add File window opens. Complete
the following fields:

o Name - required; but will be populated

o Name is the display name for the file that will appear where attachment repository files are displayed. t can be different fro

*,

Name® with the file name if left blank
Descripton e Description - optional

Filg™: Browse..

Location: agency

Click the Browse button to select a file. .

18. The Name Field auto populates the file

add Fie name and is editable to describe the attached
document.

ﬂ Name is the display name for the file that wil appear where attachment repository files are displayed.  can be different fromthe name on disk and can contain alphanumeric characters, spaces, and

- F— The Description Field — you may enter a
description. Not required

Description aftachment two of two

" Es- Gt oflsschne Tt e To add another file, click the Save & Exit

ocation: agency

button. Repeat as necessary until all required

I e [owsome e oisn | documents are added.

Last Revised: 2014-11-26

0o

Create Open Market Requisition



OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Attachment File Detail: attachment two 19. After uploading the file, you can click the

Hame®: attachment two file icon to open and view the attached
Description: sttscnment two of two document. When complete, click Cancel &
E“;t in::mm Exit to return to the Attachments tab.

Size: 18,620 bytes Last Modified On Disk:

Uploaded: 121972013 11:01:39 AM Uploaded By:

] ]

20. Attachment tab redispiays with e st o
General _ltems Vendors Address Accounting Routing Notes Reminders(1) Summary 1
L attached files.
N ) o Show
ame Description Aot
Meeting format.decx
attachment two attachment two of two.

@ Click Add Form to add form attachments.

No Form Attachments

Save & Gontinue | | Add File

21. Click the Summary Tab to view a
S e Ve oo — tores femneers summary of the completed requisition.

® tiem# 1, 2: No vendor, and there is no recommended vendor st header level

Header Information

This picture shows the upper portion of the

Requisition Number: 1400176 Short Description: Test Requisition

Organization: Operational Services Division Summary Tab.
Department: 00100 - PETS PLUS Location: 100 - BOS-PP
Entered Date: 12172012 Requisition Type: Open Market
Requestor: Buyer Buyer Purchaser: Buyer Buyer . . . . .
Contact: Comact Phone: coserses 1000 Note: for viewing ease, the page is split
Estimated Cost: $787.50 Print Format:
Solicitation Enabled: No
Ship-to Address: Bill-to Address: inventory User
211 E. Tth Street

2711 E. 7th Street
Austin, TX 78701
us.

Email gflores@periscopeholdings.com
Phone: (512)666-3403{8]

Meeting two

Status: 1RI - In Progress

‘ ‘

Status: 1Rl - In Progress
Required By Date: 1243120132
Type Code:

Fiscal Year: 2014

Alternate 1D:

Last Revised: 2014-11-26 9 Create Open Market Requisition



OPERATIONAL SERVICES DIVISION

Job Aid:

Screenshot

ltem#2: yellow highlighters 1RI- In Progress

aty | Unit Cost ‘ Net Unit Cost | uom ‘ Discount % ‘

5DI]| .‘9&‘25‘ -‘9325|BDX73|]X ‘ I]DI}%‘

Manufacturer: Brand:

Make: Packaging:

‘ Account Code

‘ There is no item accountii

Ship-to Address: Anne Bell
One Congress Street
11th fioor
Boston, MA 02114
Email: Iinda banks-grant@accenture.com
Phone: (617)995-¢

Item # 3 :  narrative tem test. 1RI-In Progress

‘ aty ‘ Unit Cost | Met Unit Cost | uom | Discount % ‘ To

‘ This tem is

Submit for Approval || Cancel Requistion ||

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Directions

22. Shown here is the lower part of the
Summary Tab that provides a summary of
each item on the requisition as well as the
action buttons currently available for the
requisition.

Submit for Approval
Cancel Requisition
Clone Requisition
Print

After the information is reviewed, click the
Submit for Approval button to submit the

requisition into workflow where it is routed for

approval.

N

@ Are you sure you want to submit this requisition?

23. A popup message displays asking ‘Are

you sure you want to submit this requisition?’

Click OK to continue with the submission.

To cancel the submission, click Cancel.

Only one approval path "022° matches the document's criteria.

Approval Description Dollar
Path Range
022 just to make sure $0.00-5100.00

Please click Continue to continue submiting the document, or click Cancel & Exit to cancel the document submission and go back to the document.

24. The approval path for the requisition
displays.

This page provides information about the
approval path such as description, dollar
range, user, the approval level and the
approval type.

Click Continue to complete submission.

Last Revised: 2014-11-26 10
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

25. The requisition Summary tab redisplays.

The status has been updated to:
o Status 1RRA — Ready for Approval

STOP after requisition is complete, if not
an approver on the approval path or a
Basic Purchasing user

Once the requisition has traveled through the
approval workflow, it can be located and
converted to a Purchase Order (PO).

Home - Welcome Back Buyer Buyer

News(1) Dashboard Bids(30) PO(2) Approval(l) My Reminders(0) Events(0)

In Progress{0) Ready for Approval(1) JGEEURGERIE ELNLIPE Returned(0) Gone to PO(D)
Requisition # Requisition Date Des
1300111 09/24/2013 sec test two
1300110 09/24/2013 test requisition

26. To locate a requisition assigned to you
and ready for conversion to a purchase order,
go to your Control Center.

Click Regs > Ready for Purchasing and a
list of available requisitions will display.

In this case, there are three requisitions in the
Control Center of which two are Ready for
Purchasing.

Bids >

POs >
Receipts > |

>

>

Home

New
In Progress

Home - Welc
Ready for Approval

WEVEWVE Dash

Invoice
Quotes

News 1D

Purchaser Assigned
Gone to PO

Gone to Bid
Returned

Canceled
Backorder

Ready for Issue
Partial Issue
Complete Issue
G2B Shopping

3

27. An alternative method of locating a
requisition that is ready for purchasing and is
not assigned to you, is to select Documents
> Requisitions > Ready for Purchasing
from the Navigation bar.

Requisitions - Ready for Purchasing

Requisition #

Requisition Date Description

1300111

09/24/2013 sec test two

1300110

09/24/2013 test requisition

28. All the requisitions assigned to your user
Id will display.

Click View All to view the complete list and
select a requisition not assigned to your user
id.

Regardless of the method used to locate the
requisition, click on the blue hyperlink
requisition number to open.

Last Revised: 2014-11-26 11
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Directions
Open et Requiston 150110 P ey 29. The requisition opens to the Summary

Overal Vabebon amngs
Riqusiion lmber T Short Description: st reuinn [ 189 -Peaty c Puchasg
Ongeszaton: Deprent o Tecookgy Vregenet an Badgel
Department: W Cen e Locaon: TR Lot Hirshuse Requied By Dtz e
Fntered Date: k) Requistion Type: Open izt Type Code:
Requestr Byt Puthaser Asadet FalYear: a8
Contact ECE] Contact Phone: o=t Aemate I0:
Fsinatd Lo ] Pint Fomat
SolcintionFrabed 0
i Hethor: Tyt
PCand Do "
Shipto Adese: U Bilo s s s
HIEThind HEMmSre
Sue 19 Sk 110
HE Thind 2METH S
Ausin RN A, TN
s [
it irspesophilig on vk st n
o EIEEH ]
fem#1: o 1R -Reaty o Puckasng 30. Scroll to the bottom of the page to view
the options for the requisition.
UNSPSCSeqmentFamiy 10-10-15-04-0000
ay Urit Cast Nt Und Cast oM Discount % Total Discaunt An. Tax Rate Tax
10 530000 5300.00 | EA-Each 0.00% 5000 Click Convert to PO.
Manfacturer Brand Mo
Make Packaging
Account Code ‘
There is no tem aceounting avaiabl fr this rem

Delete | Approver | Order | Approval | Level | Approver Date Date Approve!
Sequence | Path Type | Requested Appi isapprovediCi |
ID

There are no approval paths found fo tis requisition

Approval Actions

Optons | © Disapprore

Comment

Convert to Bid Canvert to PO Cancel Requisition Clone Requisition Prnt

31. Popup message displays requesting
verification of the intent to convert the
requisition to a purchase order.
@ Are you sure you want to convert this requisition to a purchase

order? Click OK to continue the process or Cancel to
stop the process.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Open Market Requistion 1300141 - Convertto Purchase Orderf) T—— 32. A new page displays showing any error
—— (red). or warn!ng (yellow) messages for this

o Noree endors. You may create a purchzse order with no vendor or retumm 10 the requisitin. requlsltlon prlor to the PO Converslon process.
Header Recommended Vendor .

Rerecs e Click Convert to PO button.

ltem # Description Recommended Vendor
1 test

1 ncude Vendor fome Quce Afachmers

R0 Tipe ofthe New Puchase Oree: Open Matkel +

| omewf0 | Ea |

33. The page reloads with a message the
purchase order is created along with the
purchase order number.

“

Open Market Requisition 1300111 - Purchase Order(s) Created

Convert to PO Validation Warnings

® ltem# 1: No vendor, and there is no recommended vendor at header level.

The following Purchase Order(s) were created: The StatUS Of the purchase Ol'der |S ‘In
PO # Vendor Total Progress’ as it still needs to be submitted for
0000190 $305.00 approval and sent to the vendor once
X approved.
Click the PO# on the left
or

Click OK to return to the Home page.

34. The page has refreshed to the home

Home - Welcome Back Buyer Buyer
page.

News() Dashboard Reqs(3) Bids(31) Approval(T) My Reminders(0) Events(0)
Ready for Approval(1) Ready to Send(0) Retumed(0) Change Orderl®)  Tgq view an in progress purchase order, click

PO > In Progress. Click the blue hyperlink
Purchase Order # Organization Purchase Order Date  purchase order number to open.

0000150 Operational Services Division 01/09/2014

: : *skip this step if the PO is already open
0000106 Operational Services Division 09/24/2013

35. The Purchase Order opens to the
Summary tab.

L3 TG ST T The red warning message is a Validation

General Items Vendor Address A ing Routing Attach Notes Change Orders Reminders Error, this occurred because no vendor
existed on the requisition. Depending upon
who creates the requisition, they may or may
® A mailing address must be specified for the selected vendor. nOt knOW the Vendor that WI” receive the

® Aremit address must be specified for the selected vendor Order- However, for the purChaSe to be
submitted for approval and sent a vendor is
required, and all the other red error messages
must be addressed. If there are none, skip to
Step 40.

Qverall Validation Errors

# o PO Vendor.

Click the Vendor tab to add a vendor.
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Screenshot

Vendor F

OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Open Market Purchase Order 0000190

General ltems [Nl Address Accounting Routing Attachments MNotes Change Orders Reminders Summary

General

® No PO Vendor.

Vendor Validation Errors

® A mailing address must be specified for the selected vendor

® Aremit address must be specified for the selacted vendor

Vendor ID

Alternative ID

Preferred
Delivery
Method

Vendor Name

No vendor found for this Purchase O

Lookup & Add Vendor

Directions
36. Click the Lookup & Add Vendor button

State

Vendor Keyword

ZIP Code

Emergency Suppliers
UNSP SC Segment-Family
UNSPSCClass
UNSP SC Keyword
Acknowledgement

MBE Certified
SDVOBE Certified
State Certified
Business Type

WBE Certified

ookup & Add Vendor - Ope e Order 0000190
Search Using: | ALL ofthe criteria  ~
[ Find it il Clear ]
Search Fields: | yrengor ip ] Vvendor Name
Vendor Tax ID  3how ] Vendor Legal Name

Alternate ID

County

10-11 - Domestic pet products -

Mo - Please explain in the Notes Field, below ~

Certified Minority Business Enterprise

Yes

Mot Certified ~
Mot Certified ~
Certified

Corporation -

Mot Certified ~

Browse by:

ABCDEFGHIJKLMNOPQRSTUVWXYZ
012345678910

[

Find It 11 Clear ]

37. The lookup or search window opens for
vendors. Enter the search criteria — in this
case the UNSPSC Segment / Family — 10-11
Domestic Pet Products; or you may enter the
Vendor Name.

You may also use other search criteria listed
to locate an appropriate Vendor. Remember
to be in accordance with purchasing and
procurement rules.

Click Find It.

Select Vendor D

Vendor Name

Aternate | LastPODate| LastBid
D Date

Address

6] 00000030

Pets R Us

6732 Longfellow Way

Jan 12, 2014 Sute 100-

C mmae

38. The search results display. In this case,
one vendor fits that category.

Click the Select Button and Add Vendor
button.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions
Open Market Purchase Order 0000190 39. The search window closes and the
General Imm Address i) Routing Notes Change Orders Reminders Sum Selected Vendor populates the purchase
% Preferred o rd e r
Vendor ID Alternative ID Vendor Name Delivery
Method
ssonen Pers R U Emai The vendor and the vendor’s ship-to and bill-

Remit-

to address are added to the purchase order.

Click the Summary tab to continue.

Po Ma

Payment Terms 10% Net 10 ~ Freight Terms
Shipping Method Best Way - Shipping Terms:
Save & Continue || Apply Vendar Terms to PO
40. The Summary tab displays with no error
messages.
Open Market Purchase Order 0000190 .

Scroll to the bottom of the page to review the
General Items Vendor Address A i Routing Notes Change Orders Reminders avallable OpthﬂS for the purchase Ol'del'.
Purchase Order Number: 0000190 Release Number: C|ICk the Smelt fOI' Approva| button.

Status: 3PI - In Progress Purchaser:
Fiscal Year: 2013 PO Type:

41. Popup message displays requesting
confirmation of the submission into workflow.
Click OK to continue.

Message from webpage —r S

@ Are you sure you want to submit this purchase order for ]
approval?

42. PO status has been updated to Ready for
Approval.

Status: 3PRA - Ready for Approval El
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Screenshot

Vendor Notification Actions

@SD

OPERATIONAL SERVICES DIVISION

Job Aid:

Option(s) | (® Send Email and Motify Vendor Set to Printed Status

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Directions

43. Once the PO goes through the approval
workflow the creator or the approver can send
the PO to the Vendor.

If you are the creator you can find the PO, in
your control center under PO, Ready to
Send.

The PO will open to the Summary tab and at

the bottom of the page there is a section

Vendor Notification Actions. Select one of

the two options and click Save & Continue to

put the PO in a ‘Sent’ status.

¢ Send Email and Notify Vendor: sends
vendor's COMMBUYS contact an email
about the PO and the PO can be found in
COMMBUYS

e Set to Printed Status: no email is sent
but the Vendor will be able to find and
open the PO in COMMBUYS
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